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Paperwork and Copying Equipment Symposium, Nov. 16-18
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TRAC Meeting - 23 October 1964 - 10:30. See Anncuncement.

New Text Book - Records Management - A Modern Tool For Business.

1. The American Archivist

2, Records Management Journael

3. The Office

4. Systems -

Availebility of General Schedules’*
Traintng In Records Management.

1. Planning and Administration of Records Creation at American
University - Three Credit Hours, Tuition -

$81.00 ‘
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2. Special Trair or J.0.T.'s - for DDS Area. :
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3. Mapagement Tralning T, OTR, Records Center. 7’ z
4. Regords Manage . (Nov. 30 - Dec 11.)- (o7
B 7 g Cotepne (]
New GSA Regulatory System. . /é& %7 )
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Records Menagement Program Status. - STAT

1. Report To The DDS - 24 Sept. 1964
. Cet Sets of Charts For Each Records Management OfficeR
. Overall-Progrem Status

2
3
4. Correspondence Management
5. Forms Management
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. Vital Records
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Records Disposition

Filing Systems & Equipment

Reports Management

Records Center - Compliment R.M.O.'s

Surveys

Microfiliming

USIB Records Center

ObJjectives

a. Functional Forms Surveys
b. Registry Surveys

¢. Clean-up Campaign

d. Publicilty Program

e. Office of Record$ Survey
f. On-the-Job Training

m,_.-..GEA—'Fﬂe ‘Operations--Handboak

XII.  Round Table Discussion
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